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RECORDSRETENTION AND DISPOSITION SCHEDULE
L ocal Government Finance, Department of

Agency: Local Government Finance, Department of

Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)

1(79-4123 PETI TI ONS FOR REASSESSMENT TRANSFER to the | NDI ANA ARCHI VES f or
EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
archival principles after three (3) years.

2(79-4124 |EQUALI ZATI ONS AND PETI TI ONS AGAI NST EQUALI ZATI ONS TRANSFER to the | NDI ANA ARCHI VES, for
EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
to archival principles, four (4) years
after the end of the rel evant reassessnent
cycle.

3[81-1096 BUDGETS TRANSFER paper files to the RECORDS CENTER
Budget requests of local units of governnent, including after six (6) nonths. TRANSFER to the
towns, schools, etc., which nay be received on paper or | NDI ANA ARCHI VES for EVALUATI ON, SAMPLI NG
electronically in PDF format. or VEEDI NG pursuant to archival principles

after an additional two and a half (2.5)
years in the RECORDS CENTER

TRANSFER el ectronic records to the | NDI ANA
ARCHI VES for EVALUATI ON, SAMPLI NG or

WEEDI NG pursuant to archival principles,
after three (3) years.

4182-961 PUBLI C UTI LI TY ANNUAL PROPERTY TAX REPORTS TRANSFER to the RECORDS CENTER in Novenber
State Fornms associated with reports include 31289, 40408, of the year in which the tax is paid.
46373, 47336, 47337, 47338, 47339, 47340, 47341, 52446, TRANSFER to the | NDI ANA ARCHI VES f or
52447, and 52448. Disclosure of these records nmay be EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
affected by IC 6-1.1-35-9. Retention based on IC to archival principles after an additional
6-1. 1-8-39. ten (10) years in the RECORDS CENTER.

5[82-963 ADDI TI ONAL APPROPRI ATI ONS TRANSFER to the RECORDS CENTER after
A file of appropriation requests of |ocal units of ei ghteen (18) nonths. DESTROY after an
gover nment . addi ti onal eighteen (18) nonths.

6(90- 154 PUBLI C UTI LI TY ASSESSMENT APPEAL HEARI NG TRANSFER to the RECORDS CENTER in Novenber
Thi s has docunentati on and evi dence received in appeal s of of the year in which the tax is paid.
assessments under IC 6-1.1-8. It is related to assessments TRANSFER to the STATE ARCHI VES for
under Record Series 82-102. Disclosure of these records nmay | EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
be affected by IC 6-1.1-35-9. Retention based on IC to archival principles after an additional
6-1.1- 8- 39. ten (10) years in the RECORDS CENTER

712015- 28 REASSESSMENT AND TRENDI NG REPORTS AND DOCUMENTS TRANSFER records fromthe past assessment
Includes ratio studies submtted by counties pursuant to IC| period after each new reassessnent cycle to
6-1.1-4-4.5 for purposes of annually adjusting assessed the | NDI ANA ARCHI VES for EVALUATI ON,
val ues of real property for years in which a reassessnent SAMPLI NG or MVEEDI NG pur suant to archival
of property has not taken place. Al so includes nonthly princi pl es.
status reports and other reports received by counties
during cyclical reassessnments. Does not include any records
directly related to, and thus filed with, a nore specific
Record Series. May be received in paper or electronic
spreadsheet fornat.

8(2015-29 |TIF DI STRI CT ESTABLI SHVENT DOCUMENTS Destroy after seven (7) years.

Resol utions adopted by certain authorities to establish tax
increnment financing districts.
9(2015- 30 LOCAL GOVERNMENT REPORTS AND DATA FI LES TRANSFER to the | NDI ANA ARCHI VES f or

Various general reports and i nformation received
electronically or in hard copy fromcounties, townships,
redevel opnment conmi ssions and ot her |ocal government
agenci es. Includes files received pursuant to a study or
report fromthe Department required by | aw. Does not
include any records directly related to, and thus filed
with, a nore specific Record Series.

EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
to archival principles, after three (3)
years.
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10|2015- 31 PROTECTED TAX WAl VER & REALLOCATI ONS DESTROY or DELETE after three (3) years.
Pursuant to IC 6-1.1-20.6-9.9, school corporations can
wai ve inplenentation of protected taxes. School
corporations request certification by the Departnent of
Local Governnent Finance that they qualify for the waiver.

Pursuant to IC 6-1.1-20.6-9.8, local units and school
corporations can elect to reallocate circuit breaker
credits anong funds that are non-exenpt and receive
unprotected taxes. Requests are received as to accuracy of
real | ocat ed anounts.

11]2015- 32 GUARANTEED ENERGY SAVI NGS CONTRACTS DESTROY hard copi es or DELETE el ectronic
Copi es of local governnment agency contracts with service records upon term nation of contract.
provi ders. Received by the Departnent pursuant to IC
36-1-12.5-10. May be received electronically or in hard
copy.

12{2015- 33 GUARANTEED ENERGY SAVI NGS CONTRACT APPLI CATI ONS AND REPORTS | DESTROY hard copies after conversion to
Recei ved by the Department pursuant to |IC 36-1-12.5-10. el ectronic format. DELETE el ectronic
Includes the application to be listed as a qualified records after three (3) years.
provi der, and reports of costs, revenues, and savings
incurred fromthe previous year. May be received
electronically or in hard copy.

13|79- 2450 CANCELLATI ON OF TAXES DESTROY after three (3) years.

14|79- 2455 BUDGET ORDERS DESTROY or DELETE after five (5) years.
This is a copy of the order sent to county auditors
notifying themof the tax rates fixed by the Departnent of
Local Governnent Finance. Records may exist in paper or
el ectronic format.

15|79-2477 |STEEL M LL ASSESSMENT FI LES TRANSFER to the | NDI ANA ARCHI VES for
Files include data received by the Department pursuant to EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
its assessnent of steel nmill facilities under IC 6-1.1-8.5 archival principles after five (5) years.
and -8.7.

16|79- 2481 COUNTY WORKSHEETS TRANSFER paper records to the RECORDS
Wor ksheets are used to determne the tax rate for each CENTER after four (4) years. DESTROY after
taxing unit in each county. Wrksheets are conpiled each an additional three (3) years in the
year. Includes verification worksheets and related tax rate | RECORDS CENTER. DELETE el ectronic records
reports for budget conparison purposes. May be el ectronic after seven (7) years.
or hard copy.

17(79- 2483 EXCESS LEVY APPEALS TRANSFER paper records to the RECORDS
These are appeals to the Departnment of Local CGovernment CENTER after six (6) nonths. TRANSFER to
Finance for relief fromlevy linmtations. Appeals are nade the | NDI ANA ARCHI VES for EVALUATI ON,
when taxing units are unable to carry out governnental SAMPLI NG and WEEDI NG pursuant to archival
functions and responsibilities. principles after an additional thirty (30)

nmonths in the RECORDS CENTER

TRANSFER el ectronic records to the | NDI ANA
ARCHI VES for EVALUATI ON, SAMPLI NG and

WEEDI NG pur suant to archival principles,
after three (3) years.

18|79- 2489 DI STRESSED UNI T APPEALS BOARD FI LES TRANSFER t o the RECORDS CENTER i n Novenber
This is a file of appeals to the Distressed Unit Appeals of the year in which the tax is paid.
Board from | ocal governments and school corporations for TRANSFER to the | NDI ANA ARCHI VES f or
energency financial relief because the political EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
subdivision is unable to fulfill its responsibilities archival principles after an additional ten
without the relief. Files retained by Departnent pursuant (10) years in the RECORDS CENTER
to IC 6-1.1-20. 3-5.

19|86- 896 TAX DI STRI BUTI ONS DESTROY after five (5) years.

A record of the actual distribution of property tax, bank
tax and excise tax to each unit of [ocal governnent.
Information is received as a copy fromeach county auditor.

20|86-898 ADDI TI ONAL APPROPRI ATI ON CODED SHEETS DESTROY after two (2) years.
of local units of government.

21|86-899 ENCUVBRANCES DESTROY after three (3) years.

Appropriations encunbered from one budget year into the
foll owi ng budget year for local units of governnent.
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22186-906 MOTOR VEH CLE HI GHWAY FUND DESTROY after three (3) years.
Popul ation and prior distributions are listed for county,
city, or town units of |ocal government. Record is needed
for the budgeting process. Mney distributed nay be used
only for new construction or contractual services on roads
and streets. The information is also available in the
Ofice of the Auditor of State.

23186-907 ABSTRACTS OF TAXABLE PROPERTY TRANSFER el ectronic records to the | NDI ANA
Recei ved el ectronically in spreadsheet format. Includes ARCHI VES for EVALUATI ON, SAMPLI NG or
TAXDATA files received by the Department containing records | WEEDI NG pursuant to archival principles
of assessed val ue of |and and other personal property, less |after ten (10) years.
deductions and exenptions, and current taxes charged for
all units, by each county or through Legislative Services
Agency. These are simlar to, but not identical to, the
Audi tor of State-s Abstracts of Taxable Property.

24186-908 CONSERVENCY DI STRI CTS ABSTRACTS DESTROY after ten (10) years. Infornation
Abstract of conservancy district tax duplicate for those is retained by State Auditor's office.
counties with conservancy districts.

25(89-73 SCHOOL CAPI TAL PROJECTS AND BUS REPLACEMENT PLANS DESTROY after five (5) years.

I ncludes Capital Projects Fund plans and Bus Repl acenent
Fund pl ans adopted prior to 2019, and plans adopted for the
Capital Projects Levy conponent and Bus Repl acenment Levy
conponent for the Operations Fund adopted after 2018. Al so
i ncl udes anendnents to the plans adopted by school
corporations and revi ewed by the Departnent.

26|90- 146 APPROVED EXEMPTI ON PETI TI ONS FOR REVI EW DESTROY after four (4) years.
If an exenption petition is approved by the county, a file
copy is received by the Departnent as required by IC
6-1.1-11-8.

2790- 148 REAL PROPERTY ASSESSMENT CONTRACTS DESTROY or DELETE one (1) year after
I ncludes contracts between county assessors and apprai sal conpl etion of the contract.
conpani es. I ncludes original and any el ectronic or paper
copi es.

28(90- 156 BOND | SSUES DELETE after five (5) years.

Copi es of general obligation bonds for equipnent purchases
or construction by a school corporation, filed
el ectronically.

29(90- 157 DEBT MANAGEMENT REPORTI NG DELETE after five (5) years and final
I ncludes | ease agreenents and ot her debt instrunments settlement of litigation.
subm tted el ectronically by school corporations and ot her
units.

30(90- 158 STATE CERTI FYI NG OFFI Cl AL RECORDS TRANSFER to the | NDI ANA ARCHI VES f or
Ordi nances to annex or de-annex a territory to a EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
municipality are filed with the State Certifying Oficial. archival principles, when repl aced.

A copy is also filed with the county auditor. Record may
i ncl ude maps.

31|93-56 DI SCLOSURE OF SALES | NFORMATI ON, SF 46021 DESTROY or DELETE after five (5) years.
Includes the Sal es Disclosure Form (SF 46021), which is
received electronically by the county assessor, but may
al so be received as a hard copy. Al so includes data
mai ntai ned el ectronically on Gateway. Disclosure of these
records may be affected by I1C 6-1.1-5.5-5 and IC
6-1.1-35-9.

32[2019-01 LI M TED DELEGATI ON OF AUTHORI TY I MAGE hard copi es according to | ARA i nmagi ng

A formor user agreenent subnmitted to the Departnent to
al | ow user access to Gateway. May be submitted
electronically or in hard copy.

standards upon recei pt, and DESTROY after
verification of electronic records for
conpl eteness and legibility. DELETE

el ectronic records after five (5) years.
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33[(2019-02 |SOFTWARE CERTI FI CATI ON FI LES TRANSFER to the RECORDS CENTER after one
Techni cal docunentation and financial statements of (1) year. TRANSFER to the | NDI ANA ARCHI VES
sof tware vendors seeking certification pursuant to IC for EVALUATI ON, SAMPLI NG and WEEDI NG
6-1.1-31.5-2 and 50 | AC 26. Vendors seek recertification pursuant to archival principles after an
every five (5) years. My be received electronically or in additional four (4) years in the RECORDS
hard copy. Disclosure of these records may be affected by CENTER
I C 5-14-3-4(a)(5).

34[2019-03 |COUNTY ASSESSMENT AND TAX BI LLI NG FI LES TRANSFER to the RECORDS CENTER after one
Assessnent data for real property, personal property, (1) year. TRANSFER to the | NDI ANA ARCHI VES
annual | y assessed nobil e honmes, and property tax billing for EVALUATI ON, SAMPLI NG and WEEDI NG
data, submitted annually to the Departnment by each county. pursuant to archival principles after an
Recei ved pursuant to 50 | AC 26-20 and 50 | AC 27-9. addi tional five (5) years in the RECORDS

CENTER.

35[2019- 04 |STATE CONDUCTED REASSESSMENT FI LES TRANSFER to the | NDI ANA ARCHI VES f or
Any files and docunents created or naintained under a state | EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
conduct ed reassessnment of property in a county under |C to archival principles, five (5) years
6-1.1-4-31.5 through 31.7 and rel ated statutes, except after conpletion of the reassessnent.
those that are directly related to, and thus filed with, a
nore specific Record Series.

36(2019-05 |VALUATI ON METHODOLOGY FI LES TRANSFER to the | NDI ANA ARCHI VES f or
Supporting docunments for the cal cul ation of agricultural EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
I and base rate, overall capitalization rate for incone to archival principles after three (3)
approach to val uation, and construction cost schedul e. years.

37[2019-06 |ASSESSOR- APPRAI SER CERTI FI CATI ON DOCUMENTS TRANSFER to the RECORDS CENTER after three
Exam nations & scores, registration forns, sign-in sheets, (3) years. TRANSFER to the | NDI ANA ARCHI VES
and notices regarding certification for for EVALUATI ON, SAMPLI NG and VEEDI NG
assessor-apprai sers. Includes revocation notices, hearing pursuant to archival principles after and
docunents, and orders. Disclosure may be affected by IC additi onal seven (7) years in the RECORDS
5-14-3-4(a) (7). CENTER.

38(2019-07 |TAX REPRESENTATI VE AND PROFESSI ONAL APPRAI SER CERTI FI CATI ON | TRANSFER to t he | NDI ANA ARCHI VES f or
DOCUMENTS EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
Applications, approvals, and notices regarding to archival principles after five (5)
certifications for tax representatives and professional years.
apprai sers. |ncludes revocation notices, hearing docunents,
and orders.

39(2019- 08 PERSONAL PROPERTY ASSESSMENT DOCUMENTS TRANSFER to the | NDI ANA ARCHI VES f or
Personal property tax returns, audit reports, or reports of | EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
assessed val ue received by the Departnent in the course of to archival principles after five (5)
its duties, that are not directly related to, and thus years.
filed with, a nore specific Record Seri es.

40(2019-09 |TIF NEUTRALI ZATI ON CERTI FI CATI ONS DESTROY or DELETE after three (3) years.
Annual or periodic certifications by redevel opnent
conmi ssions to adjust the base assessed value of a TIF
district follow ng trending or other adjustments.

4112019-10 |CUMJLATI VE FUNDS TRANSFER hard copies to the RECORDS CENTER
Recei ved by the Departnent pursuant to IC 6-1.1-41. after six (6) nmonths. TRANSFER to the
I ncl udes submissions fromlocal units to establish or | NDI ANA ARCHI VES for EVALUATI ON, SAMPLI NG
re-establish a cunul ative fund. May be received or VEEEDI NG pursuant to archival principles
el ectronically or in hard copy. after an additional two and a half (2.5)

years in the RECORDS CENTER

TRANSFER el ectronic records to the | NDI ANA
ARCHI VES for EVALUATI ON, SAMPLI NG and
VEEDI NG pursuant to archival principles,
after three (3) years. DELETE agency copy
of electronic files after Indiana Archives
transfer.

4212019- 11 BUS REPLACEMENT MAX LEVY FI LES TRANSFER hard copi es and el ectronic records

Petitions fromlocal governnent entities for a maxi mum
property tax |levy set by the Department under |IC
6-1.1-18.5-7.

to the | NDI ANA ARCHI VES for EVALUATI ON,
SAMPLI NG and WEEDI NG pur suant to archival
principles, after three (3) years.
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4312019- 12 I'NITI AL MAX LEVY REQUESTS TRANSFER hard copies and el ectronic records
Petitions fromlocal governnent entities for a maxi num to the | NDI ANA ARCHI VES for EVALUATI ON,
property tax levy set by the Departnent under |C SAMPLI NG and WVEEDI NG pur suant to archival
6-1.1-18.5-7. principles, after three (3) years. DELETE

agency copy of electronic files after
I ndi ana Archi ves transfer.

4412019- 13 LOCAL GOVERNMENT DATABASE | NFORMATI ON TRANSFER one (1) initial copy of database,
Budget certification data stored in the Local Governnent and one (1) copy of all new data each year,
Dat abase (LOGODABA) since 1985. along with any related i ndexes, to the

| NDI ANA ARCHI VES in a fornat approved by
the Indiana Archives staff, for EVALUATION,
SAMPLI NG or WEEDI NG pur suant to archival
princi pl es. MAI NTAI N agency copy of

el ectronic records pernanently for
reference purposes.

45]2019- 14 DEVELOPMENT DOCUMENTATI ON DESTROY or DELETE one (1) year after
I ncludes project work plans, status reports, and system conpl etion of the project.
nmock-ups and di agrans used for system devel opnent.

46(2019- 15 DEVELOPMENT ARTI FACTS DELETE one (1) year after conpletion of the

I ncl udes dat abases, code bases,
del i verabl es, queries, prograns,
hi stories.

backups,
scripts,

pr oj ect
and conmit

proj ect.
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